
 

P R O F E S S I O N A L  S T A N D A R D S :  1  H O U R   

L E A R N I N G  C O D E :  3 1 0 0   

 

Please note this instruction is specific to School Food Authorities (SFAs) operating 
the National School Lunch Program (NSLP) in the state of Arizona. This content is 
specific to the regulations regulated by the Arizona Department of Education.   

  

Step by Step Instruction for Special Assistance: 
How to Calculate Adjusted Eligibles for Non-Base Year 

Verification Summary Report (Special Assistance) 
 



This instruction will:  

• Review non-base year SFAs responsibilities  of submitting the 
Verification Summary Report in CNP Verification.  

 
• Explain why the worksheet “Calculation for Adjusted Free and 

Reduced-Price Eligible” is needed to complete the Verification 
Summary Report. 

 
• Describe how to enter data into the worksheet “Calculation for 

Adjusted Free and Reduced-Price Eligible”. 
 
•  Illustrate where to enter the adjusted eligible data into the CNP 

Verification Summary Report.   



Is this instruction for you? 

This instruction is ONLY for SFAs that: 

 All sites are operating a non-base year for lunch and breakfast; or 

 At least one site is operating a non-base year for lunch and breakfast                 
       (other sites can be operating normal NSLP or base years). 

 
STOP, this instruction is NOT for you if: 

  Do not operate any non-base year sites; or 

  All sites are operating base years; or  

 All sites are operating normal NSLP; or 

 All sites that operate a non-base year, only operate non-base year for lunch              
        OR for breakfast. Other meal service operates normal NSLP.  



Verification Summary Report 
 Starting school year 2013-2014, Non-Base 

year sponsors will receive a blank Verification 
Summary Report on CNP Verification called 
“All SFAs”.  

 You must still submit the Verification 
Report, but you will only complete 
certain fields.  

 Refer to the Verification Summary Report Guide 
by Sponsor  to help determine which fields must 
be entered depending if all your sites are Non-
Base Years, or a mixture of Non-Base Year, Base 
Years and normal NSLP. 

 

 

http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/


Verification Summary Report 
 The report will ask for: 

 the number of FREE students in your NON base year  
 the number of REDUCED students in your NON base 

year  
 

The problem: You were told to NOT collect eligibility 
information… so how will you determine for this program year, 
how many are free and how many are reduced? 
 
The solution: Open the “Calculation for Adjusted Free and 
Reduced-Price Eligible” worksheet. Plug in your October base 
claim data (Total Participants, Free Participants and Reduced 
Participants) and your current October claim data (Total 
Participants). The calculator will automatically calculate BOTH 
values for you!   

 



Process for Calculating Student Eligibility 

Enter into Worksheet: 

•  October Base Year Claim Data  

•  October Non-Base Year Claim Data                 

By entering Base Year and Non-Base 
Year claim data into the Worksheet – 
the Adjusted FREE students and the 
Adjusted REDUCED students are 
automatically calculated.   
 
You can now enter this information 
for your Verification Report, due 
February 1st.   

Use data in the 
CNP Verification 

Report 



What fields on the Verification 
Summary Report use the calculator? 



Part I: Enrollment, Application, and Eligibility 
Information (Pre-Verification) 

Section 1 Total Schools, RCCI’s, and Enrolled 
Students  

Section 2 SFA’s with Schools operating Alternate 
Provisions  

Section 3 Students Approved as FREE Eligible NOT 
Subject to Verification 

Section 4 Students Approved as FREE or REDUCED-
Price Eligible through a Household 
Application 

Part II: Results of Verification  

Section 5 Verification Process and Results  

Verification Summary Report Fields  

Section 2:  
2-2a/B 
2-2b/B 



Verification Summary Report: Section 2 

USE CALCULATOR FOR   
2-2A/b AND 2-2B/b   



How to complete the 
Worksheet calculator 

Use this worksheet if 
operating provision for 
lunch AND breakfast at 
the same site.   
 
*If all sites do NOT operate 
SBP and do operate 
provision non-base year for 
lunch, please contact your 
Programs Specialist. 



 Special Assistance 
Exempt Calculator  
worksheet found on 
the Special Assistance 
Webpage.  

 It is a Microsoft Excel 
document.   

 

Locating the Calculator 

http://www.azed.gov/health-nutrition/files/2012/03/revised-2014-adjusted-eligible-worksheet.xls
http://www.azed.gov/health-nutrition/files/2012/03/revised-2014-adjusted-eligible-worksheet.xls


1. Open the Special Assistance Exempt Calculator  worksheet 
found on the Special Assistance Webpage.  

http://www.azed.gov/health-nutrition/files/2012/03/revised-2014-adjusted-eligible-worksheet.xls
http://www.azed.gov/health-nutrition/files/2012/03/revised-2014-adjusted-eligible-worksheet.xls


Navigating the Calculator 

Each row is for 
ONE Non-Base Year 
site  

Enter Current 
Year October 
Claim  

Enter Base Year October Claim  

Answer for 2-2a/B 

Answer for 2-2b/B 

Help Function 



2. Log into Common Logon  and click CNPWeb  

Link to Common Logon  

https://www.ade.az.gov/CommonLogon/logon.aspx
https://www.ade.az.gov/CommonLogon/logon.aspx
https://www.ade.az.gov/CommonLogon/logon.aspx


3. Click Claims  



4. Search for the CURRENT (NON-BASE Year) 
OCTOBER claim  

Using the drop down, select 
the CURRENT program year  

Using the drop down, select 
the month of October 

Type in your SFA name 
or by CTD number and 
click Go. 



5. Click “View” to open the CURRENT  
(NON-BASE YEAR) site’s claim 



6. Find the following information on the  
CURRENT (NON BASE YEAR) claim:  

Use Lunch Data:  
• Participants Enrolled  
 



7. Open in Excel the calculator and enter CURRENT 
(NON BASE YEAR) data in BLUE COLUMN.   



8. Go back to CNPWeb and search for the  
OCTOBER BASE YEAR Claims 

Using the drop down, select 
the program year of your base 
year  

Using the drop down, select 
the month of October 

Type in your SFA name 
or by CTD number and 
click Go. 



9. Click “View” to open the BASE YEAR site’s claim 



10. Find the following information on the  
BASE YEAR claim:  

Use Lunch Data:  
• Participants Approved 

for Free Meals  
• Participants Approved 

for Reduced-Price Meals  
• Participants Enrolled  
 



11. Go back to the calculator in Excel and enter the BASE 
YEAR data into the GREY, GREEN and YELLOW columns.  



12. Repeat for all NON-BASE YEAR  
sites operating provision for lunch AND breakfast  

Enter next 
site’s data 
on row 2 



Once all sites have been entered in the calculator, 
locate the values in the yellow and purple box.  

These values will be entered 
into the CNP Verification 

Summary Report   



13. Input data into Verification Summary Report 
found in CNP Verification  

*This step requires you to first log into 
Common Logon and open the CNP 
Verification application. Once in the report, 
click “Part I” and scroll down to Section 2.  

413 

36 

1 

515 



Complete the rest of the 
Verification Summary 
Report and submit by 
February  1st  on CNP 

Verification.  
 

*Will not need to use the 
calculator for the 
remaining fields. 

Not done yet... 



 



Congratulations!  
 

You have completed the Step by Step Instruction for Special 
Assistance: How to Calculate Adjusted Eligibles for Non-Base 
Year Verification Summary Report (Special Assistance). To 
request a Certificate, please go to the next slide.  

In order to count this training towards your Professional Standards training 
hours, the training content must align with your job duties.  

 Information to include when documenting this training for Professional 
Standards:  

 Training Title: Step by Step Instruction for Special Assistance: How to 
Calculate Adjusted Eligibles for Non-Base Year Verification Summary 
Report (Special Assistance) 

 Learning Codes: 3100 

 Key Area: 3000-Administration  

 Length: 1 hour  

 Please note, attendees must document the amount of training hours indicated on the training despite 
the amount of time it takes to complete it.  
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Request a 
Certificate 

 



Requesting a Training Certificate 
   
Please click on the link below to complete a brief survey 
about this training. Once the survey is complete, ADE will 
create a certificate of completion and email it to you within 
10 business days.  
 

https://www.surveymonkey.com/r/OnlineHowToGuides  
 
The information below is for your reference when 
completing the survey. 

 Training Title: Step by Step Instruction for Special 
Assistance: How to Calculate Adjusted Eligibles for 
Non-Base Year Verification Summary Report 
(Special Assistance) 

 Professional Standards Learning Code: 3100 
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https://www.surveymonkey.com/r/OnlineHowToGuides


  In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil 
rights regulations and policies, the USDA, its Agencies, offices, and employees, and 
institutions participating in or administering USDA programs are prohibited from 
discriminating based on race, color, national origin, sex, disability, age, or reprisal or 
retaliation for prior civil rights activity in any program or activity conducted or funded by 
USDA. 

Persons with disabilities who require alternative means of communication for program 
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should 
contact the Agency (State or local) where they applied for benefits. Individuals who are 
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal 
Relay Service at (800) 877-8339. Additionally, program information may be made 
available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, AD-3027, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a 
letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed 
form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant 
Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; 
(2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov. 

 

This institution is an equal opportunity provider. 

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

